State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Personnel Supervisor | 0750-1304-5xx 50000815 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant HRO/PBSA/Payroll & Attendance
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[] Supervisory [] Lead Person Myra Galvez Staff Services Manager Il (M)
APPROVED BY (Personnel Analyst's Name) DATE
SCM 9/M11/12

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under general supervision of the Staff Services Manager Il, the incumbent will perform all aspects
of supervision and training for 4-8 Personnel Specialists responsible for the full range of
personnel/payroll transactions.

ESSENTIAL FUNCTIONS

This position requires the incumbent work cooperatively with others; maintain regular, consistent
and predictable attendance; exercise good judgement; communicate effectively both orally and in
writing when dealing with the public and/or employees. The specific essential duties are:

50% Plan, organize, direct, train, and evaluate the work of four or more Personnel Specialists performing
personnel, benefit and payroll work of average difficulty for an assigned roster of DWR employees.
Monitors work flow to ensure critical deadlines are met. Keep abreast of rules, regulations,
departmental policies and procedures, and union contract changes related to personnel and payroll
functions in order to provide training and technical assistance and ensure compliance. Review
documents before submission to control agencies, review error documents returned by SCO for
correction and provide feedback to Personnel Specialists on effective corrective actions. Ensure
staff enter, review, and update appointment actions in SAP for completeness and accuracy and
generate SAP reports related to attendance, payroll, and appointment actions.

25% Monitor staff effectiveness and work production through relevant control agency or
department-specific reports (e.g. Notices of Payroll Irregularity, retroactivity report, internal
Account Receivables log, PSD 40, etc.). Responsible for control and follow-up on all actions and
monthly reconciliation of various reports assigned. Hold and attend regular staff meetings to keep
staff apprised of continuing changes in the personnel and payroll area. Schedule individuals for
training through the State Controller's Office.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Myra Galvez >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Personnel Supervisor | 0750-1304-5xx 50000815 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant HRO/PBSA/Payroll & Attendance

Pe_rl_?ﬁlrg of Activity

15% Complete complex and difficult special projects as assigned by the Staff Services Manager Il or
Personnel Officer. Research and handle the most critical and sensitive personnel problems that
arise and recommend options. Reviews various control agency letters, memos, and bargaining
contract provisions, and develops and or revises internal procedures as necessary. Prepare
management reports in various formats resulting from audits or other complex issues that arise.
Contact control agency as necessary to resolve the more difficult problems or to clarify a policy or
procedure. Initiate and/or respond to telephone and written inquiries from staff throughout the
Department, including managers, supervisors, Administrative Officers, employees, and time
recorders regarding personnel issues.

5% Interview and assist in the selection of new employees for the Payroll, Benefits, and SAP
Administration organization. Monitor performance and provide feedback to staff on performance
through the use of probation reports, individual development plans, work improvement
discussions, merit salary adjustments and corrective actions.

5% OTHER RESPONSIBILITIES

Provide back up assistance to Personnel Supervisor, Benefits Specialist Coordinators, and all
other Payroll, Benefits, and SAP Administration Staff.

Assist the SAP Time Management Analyst in researching and resolving SAP time discrepancies.

Attend various meetings and training classes sponsored by DWR or various control agencies. This
may require travel and/or driving a vehicle on public roadways.

Act for the other Personnel Supervisor | and the Benefits and SAP Administration Manager.

SPECIAL REQUIREMENTS
Overtime may be required. Valid California driver's license as travel may be required to attend
meetings, conferences, and training.

KNOWLEDGE, ABILITIES

Knowledge of applicable State Personnel Board, Department of Personnel Administration, CalPERS
laws and rules, and MOUs governing various types of leaves/entitlements

Familiarity with SAP

Ability to lead, organize and prioritize assignments; produce concurrent multiple assignments in a
timely and efficient manner; apply and interpret laws and rules from available reference manuals;
effectively interact with the public and employees and explain payroll issues professionally.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: 01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Myra Galvez
	SUPERVISOR'S CLASS: Staff Services Manager II (M)
	personnel analyst: SCM
	personnel date: 9/11/12
	PERCENT OF TIME: 









50%









25%
	activity: POSITION SUMMARY
Under general supervision of the Staff Services Manager II, the incumbent will perform all aspects of supervision and training for 4-8 Personnel Specialists responsible for the full range of personnel/payroll transactions. 

ESSENTIAL FUNCTIONS
This position requires the incumbent work cooperatively with others; maintain regular, consistent and predictable attendance; exercise good judgement; communicate effectively both orally and in writing when dealing with the public and/or employees.  The specific essential duties are:

Plan, organize, direct, train, and evaluate the work of four or more Personnel Specialists performing personnel, benefit and payroll work of average difficulty for an assigned roster of DWR employees.  Monitors work flow to ensure critical deadlines are met.  Keep abreast of rules, regulations, departmental policies and procedures, and union contract changes related to personnel and payroll functions in order to provide training and technical assistance and ensure compliance.  Review documents before submission to control agencies, review error documents returned by SCO for correction and provide feedback to Personnel Specialists on effective corrective actions.  Ensure staff enter, review, and update appointment actions in SAP for completeness and accuracy and generate SAP reports related to attendance, payroll, and  appointment actions.  

Monitor staff effectiveness and work production through relevant control agency or department-specific reports (e.g. Notices of Payroll Irregularity, retroactivity report, internal Account Receivables log, PSD 40, etc.).  Responsible for control and follow-up on all actions and monthly reconciliation of various reports assigned.  Hold and attend regular staff meetings to keep staff apprised of continuing changes in the personnel and payroll area.  Schedule individuals for training through the State Controller's Office.
	classification: Personnel Supervisor I
	appointee: Vacant
	dwr position number: 0750-1304-5xx
	sap personnel no: 
	sap position number: 50000815
	division: HRO/PBSA/Payroll & Attendance
	mcr: 1
	percent 2: 15%









5%




5%
	activity2: Complete complex and difficult special projects as assigned by the Staff Services Manager II or Personnel Officer.  Research and handle the most critical and sensitive personnel problems that arise and recommend options.  Reviews various control agency letters, memos, and bargaining contract provisions, and develops and or revises internal procedures as necessary.  Prepare management reports in various formats resulting from audits or other complex issues that arise.  Contact control agency as necessary to resolve the more difficult problems or to clarify a policy or procedure.  Initiate and/or respond to telephone and written inquiries from staff throughout the Department, including managers, supervisors, Administrative Officers, employees, and time recorders regarding personnel issues.  

Interview and assist in the selection of new employees for the Payroll, Benefits, and SAP Administration organization.  Monitor performance and provide feedback  to staff on performance through the use of probation reports, individual development plans, work improvement discussions, merit salary adjustments and corrective actions.  
 
OTHER RESPONSIBILITIES
Provide back up assistance to Personnel Supervisor, Benefits Specialist Coordinators, and all other Payroll, Benefits, and SAP Administration Staff.    

Assist the SAP Time Management Analyst in researching and resolving SAP time discrepancies.  

Attend various meetings and training classes sponsored by DWR or various control agencies.  This may require travel and/or driving a vehicle on public roadways. 

Act for the other Personnel Supervisor I and the Benefits and SAP Administration Manager. 

SPECIAL REQUIREMENTS
Overtime may be required.  Valid California driver's license as travel may be required to attend meetings, conferences, and training. 

KNOWLEDGE, ABILITIES
Knowledge of applicable State Personnel Board, Department of Personnel Administration, CalPERS laws and rules, and MOUs governing various types of leaves/entitlements  
Familiarity with SAP

Ability to lead, organize and prioritize assignments; produce concurrent multiple assignments in a timely and efficient manner; apply and interpret laws and rules from available reference manuals; effectively interact with the public and employees and explain payroll issues  professionally.
	supervisor name: Myra Galvez
	employee name: 


